
Summer Food Service Program
2019 



Agenda 

ÅAn introduction to the Summer Food Service Program
ÅRoles and responsibilities for program administrators
ÅFirst Steps
ÅYour Budget
ÅQualifying sites 
ÅClaim Reporting
ÅMenu Activity
ÅFood Safety
ÅMeal counting 
ÅIncreasing Participation



Our Umbrella 

USDA 

Maine DOE, Child Nutrition

Non-profit Sponsors 

Meal Sites  



Sponsor Roles 

Sponsors:

ÅAccept an agreement with Department of 
Education, Child Nutrition.

ÅOversee personnel / volunteers & make sure the 
site(s) operate within compliance. 

ÅPrepare the meals / or find a vender

ÅFile reimbursement claims

Sponsors are typically school districts, local 
governments, camps, or other non-profits.



Sites

Sites
Locations where meals are served and consumed. 
Sponsors can operate multiple sites, each site will 
ƘŀǾŜ ƛǘΩǎ ƻǿƴ ƛƴŦƻǊƳŀǘƛƻƴ ǎƘŜŜǘΦ 

Examples of sites:
Schools
Parks/ Playgrounds
Housing complexes
Libraries

ÅAny location that meals are provided must be 
pre-approved ςfield trips are an exception. 



First Steps as a Sponsor - NEO

ÅAre you a Sponsor or Legal Agent ςor both?
Responsibilities of Sponsors and Legal Agents

Sponsor Legal Agent
Reviews Summer Food Service 
Agreement 

Approves the program  
Agreement 

Files Summer Food Application Approves Summer Food 
Application

Adds Site Address 
Files Site Information Sheet Approves Site Info Sheet 
Uploads Supporting Application 
Documentation
Files for Advance 
Files Claim Approves Claim



First Steps NEO

1. To gain access to NEO you will have to email

Nanci Stitt-Kittredge nanci.kittredge@maine.gov
Phone: 207 624 6877

ÅSeparate User Names and Passwords are needed 
for those who are submitting the claim 
(Sponsors) and those approving the claim (Legal 
Agents) 

ÅIf you are both the Sponsor and the Legal Agent 
you will need two separate Email addresses

mailto:nanci.kittredge@maine.gov


NEO

When Emailing Nanci as a New Summer Sponsor

let her know:

ÅSponsoring Organization

ÅYour vender code-ƛŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ƻƴŜ ȅƻǳ Ŏŀƴ 
request one. 

ÅLegal/Physical address

ÅA Summer and Winter Phone number you can be 
reached. 

ÅEmail address you wish to use 



First Steps as a New Sponsor 

ÅNanci will provide user names and passwords 
into NEO ςthe claiming system for Maine DOE 
programs. 

ïIf you are already in to as a school, Nanci will add 
the summer food module to your Nutrition Page 



Steps before You Can Serve Meals! 

2. After access to NEO had been provided, the Legal Agent can 
accept the Program Agreement in NEO

3. When the Agreement is accepted the Sponsor can then fill 
out the Application (Filled out by June 10)

4.Create Site information sheets for each location serving 
meals

5.Submit a Media Release 

сΦ /ƻƳǇƭŜǘŜ ǘǊŀƛƴƛƴƎ ǘƻ ŀƭƭ ǎǘŀŦŦ ŀƴŘ ǾƻƭǳƴǘŜŜǊǎ ŘƻƴΩǘ ŦƻǊƎŜǘ ǘƻ 
document!  



Steps During Operations 

7. Complete the Pre- Approval Form for all sites that 
have never operated before.

8. Complete the First Week Visit Form and the 
Racial and Ethnic Data Collection Form. During the 
first week of operation. 

9. Complete the 4 Week Visit Form, in the 4th week 
of operation. 



New Sponsor Daily Tasks 

10. Collect meal counts daily using the Tic Sheet

11. Document the food you have served, and save cost 
documentation.  

12. Record temperatures

13. Consolidate your meal counts by month on a Meal 
Count Consolidation Form 

14. File a claim for reimbursement by the 8th of Each 
Month. 



The Application 



NEO 

Applications must be submitted by June 10th and 
approved by Maine DOE by June 15th



Your Budget 

[ŜǘΩǎ Ǉƭŀƴ ȅƻǳǊ ǇƻǘŜƴǘƛŀƭ ǊŜƛƳōǳǊǎŜƳŜƴǘ ŦƻǊ 
2019.



2019 Reimbursement Rates

Rural or Self 
Prep Sites

All Other Types 
of Sites

BREAKFAST 2.2975 2.255

LUNCH or SUPPER 4.0325 3.9675

SNACK 0.9525 0.9325



²ƘŀǘΩǎ ¸ƻǳǊ .ǳŘƎŜǘΚ
Meals and Reimbursement 

Number of Meals Served in a Day:
20 Breakfasts 
30 Lunches

Breakfast: 20 X $2.2975 = $45.95 
Lunch: 35 X $4.0325 = $141.13 

You served/operated 10 days out of the month 
Breakfast = $459.5
Lunch = $1,411.3 

Ask:
Å What is your average daily participation?
Å What meal are you serving? Breakfast/Lunch/Snack

Å How many days are you serving in the month?



²ƘŀǘΩǎ ¸ƻǳǊ .ǳŘƎŜǘ Κ

If you were to increase to 14 serving days 

Your breakfast reimbursement would increase 
from $459.50 to $643.30 

Your Lunch would increase from $1,411.30 to 
$1,975.68

Outreach is important! 



Common Expenses 

ÅStaffing

ÅFood 

ÅTransportation 

ÅStart-up costs- one time purchases:
coolers, food warmers, equipment 

ÅMarketing

ÅOther: 
paper goods, utensils, waste disposal 



Site Information Sheet 



Site Types  

ÅOpen  

ÅOpen Restricted 

ÅClosed Enrolled 

ÅCamps 

ÅForςProfit 

ÅMigrant 



Site Type 

Open Sites
ÅOpen to everyone, or the community at large

ÅBased on need of the area where over 50% considered low 
income

ÅOutdoors or indoors

Open Sites are qualified by:
- School Data 
- Census Data 



Site Type 

Open Restricted Sites  
Open to the community but has restricted 
capacity due to: 

ÅSpace

ÅSecurity

ÅSafety

ÅControl

Open Restricted Sites are qualified by
- School Data 
- Census Data 



Site Eligibility

The Magic number is 50!

ÅSites must have over 50 percent of the 
participants qualify as low-income. 

ÅWe can find out if a site qualifies by looking at:

ïLocal school data 

ïCensus track information

ïIncome eligibility applications 



Websites For Area Eligibility

ÅFRAC Food Research Action Center   
-Displays eligibility by census block and group 

ÅUSDA Area Eligibility 
-Displays census data

ÅUSDA Capacity Builder Tool 

ïAllows for the visual of area eligibility, existing 
sites and potential sites among other map layers 

http://216.55.168.186/FairData/SummerFood/map.asp?command=zmin&annot=|&vis=2|1|2|2|2|1|1|1|&map=0&width=0&table=&scope=-68272126|45369991|45.510495|41.290431&mapimage.x=313&mapimage.y=320&ml0=2&ml2=2&ml3=2&ml4=2
https://www.fns.usda.gov/areaeligibility
https://www.fns.usda.gov/capacitybuilder


Eligibility Maps of Bangor

USDA Area Eligibility Map FRAC Map



Site Type  

Closed Enrolled Sites
ÅOnly serve a group of children that are identified as low-income and 

is not open to the community at large.
- Reimbursement provided for all children in attendance when at least 

50% are eligible for free or reduced priced meals

Closed Enrolled Sites are Qualified by:
Income Eligibility Applications

Example: 
- Programming at community centers or boys and girls clubs located 
ƛƴ ŀƴ ŀǊŜŀ ǘƘŀǘ ŘƻŜǎƴΩǘ ǉǳŀƭƛŦȅΦ  



Site Type

Camps 
ÅResidential camps must offer continuous programing 

between meals if the are  claiming 3 meals per day.
ÅReimbursement is only for children who qualify for 

free or reduced price meals.  

Reimbursement is only available for children eligible 
for free or reduced price meals, using the income 
eligibility applications. 



Site Eligibility and Type 

Migrant Sites 

ÅOperate like area-eligible open or restricted open 
sites 

ÅAre reimbursed for meals served to all attending 
children

ÅMay serve 3 meals 

Migrant site eligibility based upon migrant status given 
by the migrant organization.  



Site Type

For-Profit 

State agencies may approve meal service sites 
that are not identified as non-profit location if 
the site:

ω hǇŜǊŀǘŜǎ ǳƴŘŜǊ ŀ ƴƻƴ-profit 501c

ÅOperates as open sites or restricted open site 
(open to the community)

ÅServe meals at no charge



Site Type 

Tribal Governments 

ÅMust have a nonprofit status 

ÅThe use of school data is not permitted for 
non school sites to determine eligibility  

ÅCensus data must be used in place of school 
data 



To Create a New Site 



To Create a New Site 



To Create a New Site, under Site Listing 



To Create a New Site 

ÅAfter an address has been created for a site 
with the Site Listing Tab, a Site Info Sheet can 
then be created. 



Claim Reporting 



Reporting on your Claim



Claim Reporting 



Claim Reporting 



Claim Reporting Continued



Claim Reporting /Administrative Costs 

Administrative Labor: 
-Site supervisors 

-Clerical support 

Labor includes those who are involved in

preparation, delivery, service of meals & clean-
up record keeping, and direct supervision of 
children. 



Claim Reporting / Transportation 

Transportation can only be claimed for:

ÅMeals being delivered to children.

ÅTransporting children to the meal service sites.



Claim Reporting /Non-Food Supplies

9ȄŀƳǇƭŜǎ ƻŦ άƴƻƴ-ŦƻƻŘ ǎǳǇǇƭƛŜǎέ 
- Plastic Utensils

- Cleaning Supplies

- Paper Goods

- Waste Disposal  



Claim Reporting /Other Direct 
Operational Costs

ÅOther potential costs could include the rental 
of food service preparation and dining 
facilities

ÅEquipment for:

ïStorage

ïPreparation

ïService 

ïTransportation   



Claim Reporting /Program Income

Any other income from the program, besides 
reimbursement:

ÅIncludes money for adults meals ( if you 
charge adults)

ÅDonations, monetary or food (estimate food 
donation amount)

ÅGrants/Mini-Grants



NEO Introduction



NEO

Site Information Sheets: 
to add a site that was previously in operation

Dƻ ǘƻ b9hΣ ǘƘŜƴ ά{ǳƳƳŜǊ CƻƻŘέ       !ǇǇƭƛŎŀǘƛƻƴ 
Listing       View Summary       In your Annual 
!ǇǇƭƛŎŀǘƛƻƴ tŀŎƪŜǘ      bŜǿ {ƛǘŜ LƴŦƻ {ƘŜŜǘέ 

- Select from a list of already approved site 
locations. 



NEO

To add a brand new site:
For all non school sites, contact Adriane, Kate, or 
Nanci to see if it qualifies first! 

Then create a new site by going to: 

Summer Food      Site Listing      Add New site 

Once a new site is added,  go back to the 
Application page and fill out a site info sheet 



NEO

Site Info Sheets- let us know what your site 
operations will look like.  
Make sure: 

ÅThe number of operating days is correct. 

ÅThe dates and times are correct for when 
service, you must only serve in the time slot 
reported on the Site Info Sheet, Otherwise the 
meals will not be reimbursable. 



NEO

Claims

ÅFile the claim by the 8th of each month 

Example: file your June claim on by July 8th

To file a claim go to: 

Summer Food      Reimbursement      Claim 
Listing      



NEO

Claims:

You may combine 2 months of operating into 
one claim as long as the additional month is 
under 10 operating days. 
- You may not combine 3 months into one claim 
no matter how many days



NEO

Claims
ÅPLEASE be careful to select the correct month 

when filing. 
Example you will be filing in July for the June 

claim ςselect the June 

ÅaŀƪŜ ǎǳǊŜ ǘƻ άǎǳōƳƛǘέΣ άǎŀǾŜέ ƛǎ ƴƻǘ ǎǳōƳƛǘ- then 
the legal agent can approve the claim. 
[ŜƎŀƭ ŀƎŜƴǘ Ƴǳǎǘ άŀǇǇǊƻǾŜέ ƻǊ ǘƘŜ ŎƭŀƛƳ ǿƛƭƭ ƴƻǘ ōŜ 
paid.  



CN Label

Source ςAlaska Department of Education


